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Using Electronic Banking for Making Payments
(This guideline supersedes guideline P19-2024/2025 - Electronic Banking)

1. Introduction

This guideline is being issued as a reminder that all schools who are still using cheques for the
payment of wages and invoices/bills should move to electronic or internet banking as soon as
possible.

Under the National Payments Plan, public sector bodies are encouraged to move towards
electronic banking.

Schools must use business banking online which allows for two approvers.

2. Benefits of electronic banking
The benefits of electronic banking include:

e Faster payment of wages and invoices/bills

e Approval of electronic payments can be done remotely

e Cheaper and more economical than using cheques

e Immediate access to bank statements and less time spent on bank reconciliations
Real-time bank balances at any time resulting in more relevant information

Section 12.5 of the Governance Manual for Primary Schools 2023 — 2027 states that:

“The Board must satisfy itself that proper internal controls are in place for all financial
transactions. The Board shall ensure that appropriate controls are in place in relation to the use
of any school credit card, online banking etc. These shall include appropriate protocols and
procedures for the approval of user(s), custody of the card concerned, authorisation of payments,
agreed payment limits and the supply of supporting documentation and records.”

Section 12.6 states “The Board shall not use debit cards for school expenditure.”

3. Moving to electronic banking
Please follow the steps below when moving to electronic banking for payments:

e Approval must first be obtained from the board for the use of electronic banking by the
school. This approval should be included in the minutes of the board meeting.



Once the decision to implement an electronic banking system has been taken, the board
must ensure that an electronic banking policy is implemented as part of the school’s internal
control procedures. This policy should be reviewed and updated at least once a year.

Click here for a sample electronic banking policy.

3.1 Contacting your school’s bank

When contacting the bank, the school will need to provide their account number, phone number

etc.

4,

For schools that bank with AIB, call 0818 720 000 or contact their Relationship Manager at
local branch level. The Relationship Manager can assist in registering for online banking and
any other issues.

For schools that bank with Bank of Ireland, it is Business Banking Service who deal with
schools if assistance is required their number is 0818 818 265 and email is
electronic.banking@boi.com.

For schools that bank with Permanent TSB, each school should contact their local branch
level or contact the Business Banking Team at 0818 200 100 or 01 215 1363.

Internal control procedures

The decision to implement an electronic banking system must be made by the board of
management. This decision must be approved and noted in the board’s minutes.

Once the decision to implement an electronic banking system has been taken, the board must
ensure that an Electronic Banking policy is implemented as part of the school’s internal control
procedures. The policy should be reviewed and, where appropriate, updated at least once a
year. The results of this review should be approved and noted in the minutes of the board.
A sample electronic banking policy can be found here.

The electronic banking policy must clearly outline the use of electronic banking within the
school, with clear instructions in relation to the following:

a)
b)
c)

d)

f)

Bank accounts to be accessed on electronic banking.

Names of authorised users.

Users access to functions of the system by individual users e.g. view only, print only,
authorise payments, add new accounts, delete accounts, set up standing orders / direct
debits etc.

All payments must be authorised by the treasurer and the chairperson. The chairperson can
delegate their approval to another board member.

The inclusion of new bank accounts onto the system and the deletion of old accounts from
the system must also be approved by the board.

Thresholds regarding euro value of transactions per day / week / month / per authorised
user, should be approved by the board and set at a realistic level having regard to the average
recurring payroll costs.


https://www.fssu.ie/app/uploads/2023/03/Electronic-Banking-Policy-Document-Sample-revMarch26.docx
mailto:electronic.banking@boi.com
https://www.fssu.ie/app/uploads/2023/03/Electronic-Banking-Policy-Document-Sample-revMarch26.docx
https://www.fssu.ie/app/uploads/2023/03/Electronic-Banking-Policy-Document-Sample-revMarch26.docx

g)

5.

Security controls regarding access to the system and passwords must be set out.

Security

The FSSU has issued important security advice relating to the operation of Electronic Banking,
please click here.

6.

7.

Authorisation of payments

Schools must use business banking online which allows for two approvers as required by the
Governance Manual for Primary Schools 2023-2027.

Electronic payments are subject to the same rules as a cheque payment and therefore must
be approved by the treasurer and chairperson. The treasurer must always be one of the
approvers for each transaction.

The chairperson can delegate their approval to another board member. This delegation must
be approved by the board and included in the minutes of the board meeting.

The board must approve the authorised approvers of electronic payments and include this
in the minutes of the board.

Segregation of duties

In line with good financial practice, there should be a clear division of duties.

The person preparing and inputting the payment cannot be one of the approvers of the
payment.

Access to approval of electronic payments must be password/PIN protected. It is not
permissible for a bank approver to share logon details/PIN with other users.

Any additions and amendments to payees must be approved by the authorised approvers.
It is the responsibility of those individuals authorised to approve payments to ensure
adequate checks have been made and payments are transferred to the correct bank
accounts.

It is the responsibility of the board to ensure that the bank is aware of these controls and
that the electronic banking system implemented complies fully with the provisions of the
School Governance Manual.

Credit and Debit Cards

The FSSU has issued a separate Financial Guideline on the appropriate use of credit cards,
please click here.

Debit cards cannot be used by schools as a payment method under any circumstances, and
where a school currently has a debit card for a bank account, this should be destroyed.



https://www.fssu.ie/app/uploads/2023/02/FG-P13-Electronic-Banking-Security-Advice.pdf
https://www.fssu.ie/app/uploads/2026/02/P20-26-Financial-Guideline-Application-For-and-Use-of-a-School-Credit-Card.pdf

9. Clarification and Further Information

Further information or clarification on any of the issues raised in this guideline can be obtained
from the FSSU.

Financial Support Services Unit
Tel: 01-910 4020

primary@fssu.ie
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Bunscoileanna

An Riomhbhaincéireacht a Usaid chun locaiochtai a Dhéanamh

(Ta an treoirline seo ag teacht in ionad threoirline P19-2024/2025 — Riomhbhaincéireacht)

1. Réamhra

Ta an treoirline seo & heisitint mar mheabhrichan do gach scoil ata fés ag Usdid seiceanna chun

pa agus sonraisc/billi a ioc, ba chéir doibh aistrit go riomhbhaincéireacht né an bhaincéireacht
ar an idirlion a luaithe is féidir.

Faoin bPlean Naisiunta locaiochtai, t4 comhlachtai earnala poibli & spreagadh chun an
riomhbhaincéireacht a ghlacadh chucu féin.

Ni mor do scoileanna an bhaincéireacht ghné ar line a Usdid toisc gur féidir beirt cheadaitheoiri
a shocru.

2. Na buntaisti a bhaineann leis an riomhbhaincéireacht
Airitear ar na buntaisti a bhaineann leis an riomhbhaincéireacht:

e P4 agus sonraisc/billi a ioc nios tapula

Is féidir iocaiochtai leictreonacha a cheadu go cianda

e Nios saoire agus nios fearr 6 thaobh luach ar airgead de na seiceanna a Usaid

Rochtain laithreach ar raitis bhainc agus nios [0 ama caite ar réitigh bhainc

larmhéideanna bainc fior-ama ag am ar bith agus mar thoradh air sin faisnéis nios abhartha

Sonraitear an méid seo a leanas i mir 12.5 den Ldmhleabhar Rialachais do Bhunscoileanna 2023
—-2027:

“Is gd don Bhord a bheith sdsta go bhfuil rialuithe inmhednacha cui i bhfeidhm le haghaidh gach
idirbhirt airgeadais. Cinnteoidh an Bord go bhfuil rialuithe cui i bhfeidhm i nddil le husdid aon
chdrta creidmheasa, baincéireacht ar line srl. Aireofar orthu sin prétacail agus nésanna imeachta
cui maidir le husdideoir(i) a cheadu, curam an chdrta lena mbaineann, udaru na n-iocaiochtai,
teorainneacha comhaontaithe le hiocaiochtai agus soldthar na ndoiciméad agus na dtaifead
tacaiochta."

Sonraitear i mir 12.6 "Ni usdidfidh an Bord cdrtai dochair le haghaidh caiteachas scoile.”



3. Ag aistriu go dti an riomhbhaincéireacht

Lean na céimeanna thios chun aistriu chuig an riomhbhaincéireacht a Usdid le haghaidh
iocaiochtai:

e Nimor cead a fhail 6n mbord ar dtuds chun an riomhbhaincéireacht a Usaid sa scoil. Ba choir

an cead sin a lua i miontuairisci an chruinnithe den bhord.
A luaithe atd cinneadh déanta go gcuirfear cdras riomhbhaincéireachta i bhfeidhm, is gd don
Bhord a chinntil go gcuirfear beartas riomhbhaincéireachta i bhfeidhm mar chuid de
ndésanna imeachta na scoile maidir le riald inmheanach. Ba cheart go ndéanfai athbhreithniu
agus nuashonru ar an mbeartas uair sa bhliain ar a laghad.

Cliceail anseo le haghaidh beartas samplach riomhbhaincéireachta.

3.1 Ag dul i dteagmhail le banc do scoile

Nuair a bheidh an scoil ag dul i dteagmhail leis an mbanc, beidh orthu a huimhir chuntais, a
huimhir ghuthain srl. a sholathar.

| gcds scoileanna a bhfuil cuntas acu le AIB, glaocigh ar 0818 720 000 né gabh i dteagmhail
lena Bainisteoir Caidrimh ag leibhéal an bhrainse aitivil. Is féidir leis an mBainisteoir
Caidrimh cabhru le clard don riomhbhaincéireacht agus le haon saincheisteanna eile.

| gcas scoileanna a bhfuil cuntas acu le Banc na hEireann, is i an tSeirbhis Baincéireacht Gné
a dhéilealann le scoileanna ma ta cabhair ag teastail is é a n-uimhir na 0818 818 265 agus is
€ a riomhphost na electronic.banking@boi.com.

| gcds scoileanna a bhfuil cuntas acu le Permanent TSB, ba chdir do gach scoil teagmhdil a
dhéanamh lena brainse aitiuil né leis an bhFoireann Baincéireachta Gnd ar 0818 200 100 né
01215 1363.

4. Nosanna imeachta um riald inmheanach

Is é an bord bainistiochta a chaithfidh cinneadh a dhéanamh maidir le cur i bhfeidhm cérais
riomhbhaincéireachta. Is gd go mbeadh an cinneadh sin ceadaithe agus ndéta déanta de i
miontuairisci an Bhoird.

A luaithe atd cinneadh déanta go gcuirfear céras riomhbhaincéireachta i bhfeidhm, is ga don
Bhord a chinntiu go gcuirfear beartas Riomhbhaincéireachta i bhfeidhm mar chuid de ndsanna
imeachta na scoile maidir le riald inmheanach. Ba cheart go ndéanfai athbhreithniu agus, nuair
is cui, nuashonru ar an mbeartas uair sa bhliain ar a laghad. Moltar torthai an athbhreithnithe
sin a cheadu agus néta a dhéanamh diobh i miontuairisci an Bhoird. Is féidir beartas samplach
riomhbhaincéireachta a fhail anseo.

Ni mér don bheartas riomhbhaincéireachta Usaid na riomhbhaincéireachta laistigh den scoil a
leagan amach go soiléir, le treoracha soiléire maidir leis an méid seo a leanas:



https://www.fssu.ie/app/uploads/2026/03/Irish-Electronic-Banking-Policy-Document-Sample-revMarch26.docx
mailto:electronic.banking@boi.com
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d)

e)

f)

g)

5.
Ta

Na cuntais bhainc a mbeidh rochtain orthu sa chdras riomhbhaincéireachta.
Ainmneacha na n-usaideoiri udaraithe.

An cinedl rochtana ata ag usdideoiri aonair ar fheidhmeanna an chérais, m.sh. amharc
amhdin, priontdil amhain, Udaraigh iocaiochtai, cuir cuntais nua leis, scrios cuntais, cumraigh
buanorduithe / dochair dhireacha srl.

Ni mdr don chisteoir agus don chathaoirleach gach iocaiocht a udaru. Is féidir leis an
gcathaoirleach an dualgas sin a tharmligean do chomhalta boird eile.

Ni mér don Bhord cuimsiu cuntas bainc nua sa chdras agus baint seanchuntas den choéras a
cheadu.

| gcas tairseacha i ndail leis an luach euro a bhaineann le hidirbhearta in aghaidh an lae / na
seachtaine / na miosa / an Usaideora Udaraithe, ni folair go ndéanfadh an Bord iad a cheadu
agus a shocru ag leibhéal réaduil, agus na meanchostais pharolla athfhillteacha & gcur san
direamh.

Ni mor go leagfai amach rialuithe slandala maidir le rochtain ar an gcéras agus maidir le
pasfhocail.

Cursai Slandala

comhairle thabhachtach shlanddla eisithe ag FSSU maidir le feidhmid na

riomhbhaincéireachta, ata le fail anseo.

6.

7.

iocaiochtai a fhaomhadh

Ni mér do scoileanna an bhaincéireacht ghnd ar line a Usdid toisc go gcaithfear beirt
cheadaitheoiri a éileamh de réir an Ldmhleabhair Rialachais do Bhunscoileanna, 2023-2027.
Bionn iocaiochtai leictreonacha faoi réir na rialacha céanna le hiocaiocht le seic agus da bhri
sin, ni mor don chisteoir agus don chathaoirleach iad a fhaomhadh. Ni mér don chisteoir a
bheith ar dhuine de na ceadaitheoiri do gach idirbheart.

Is féidir leis an gcathaoirleach an dualgas sin a tharmligean do chomhalta boird eile. Ni moér
don bhord a leithéid de tharmligean a cheadu agus ni mér an méid sin a bheith luaite i
miontuairisci an chruinnithe boird.

Ni moér don bhord na ceadaitheoiri Udaraithe le haghaidh iocaiochtai leictreonacha a
cheadu agus ni mor an méid sin a lua i miontuairisci an bhoird.

Dealt dualgas

De réir an dea-chleachtais airgeadais, ba cheart go mbeadh na dualgais roinnte go soiléir.

Ni féidir leis an duine a réitionn agus a dhéanann an iocaiocht a ionchur a bheith ar dhuine
de na daoine a cheadaionn an iocaiocht.

Ba cheart rochtain ar cheadu iocaiochtai leictreonacha a chosaint le pasfhocal/UAP. Nil cead
ag an gceadaitheoir na sonrai logala isteach/UAP a chomhroinnt le husdideoiri eile.


https://www.fssu.ie/app/uploads/2023/02/FG-P13-Electronic-Banking-Security-Advice.pdf

e Aon fhaisnéis bhreise a chuirtear leis na hiocaithe né aon leasu a dhéantar orthu, ni mér do
na ceadaitheoiri Udaraithe é sin a fhaomhadh.

e |s faoi na daoine aonair atd uUdaraithe chun iocaiochtai a cheadu atd sé lena chinntid go
ndearnadh seicealacha leordhéthanacha agus go n-aistritear iocaiochtai chuig na cuntais
bhainc chearta.

e |s faoin mbord atd sé a chinntit go bhfuil an banc ar an eolas i dtaobh na rialuithe sin agus
go bhfuil an céras riomhbhaincéireachta a chuirtear i bhfeidhm i gcomhréir le foralacha an
Treoirleabhair Rialachais do Bhunscoileanna.

8. Cartai Creidmheasa agus Dochair
e Ta Treoirline Airgeadais ar leith eisithe ag FSSU maidir le hisdid chui cartai creidmheasa, atd
le fail anseo.

e Ni féidir le scoileanna cartai dochair a Usdid mar mhodh iocaiochta i gcas ar bith. | gcas go
bhfuil carta dochair ag scoil faoi lathair, ba cheart é a scrios laithreach.

9. Soiléiriu agus Tuilleadh Eolais

Is féidir tuilleadh eolais n6 soiléiriu a fhail ar aon cheann de na saincheisteanna sa treoirline sin
ach dul i dteagmhail leis an FSSU.

An tAonad um Sheirbhisi Tacaiochta Airgeadais
Fén: 01-910 4020

primary@fssu.ie
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